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Plan - Prepare - Survive
By: Lourene W. Anderson
Cleveland Chapter A.S.W.A.

When disaster strikes, the survival of busi
ness depends on survivors. It will also be de
pendent on records, current, well chosen, ade
quate, safely stored and in a form available for
use by persons who may not be familiar with
the business. Otherwise, years of labor will
be lost, and the very existence or continuity of
the business may be at stake.
Records should be so planned, that in the
event of fire, flood, or explosion, the company,
or individual companies will be quickly ca
pable of resuming production. These records
should outline the perpetuation of manage
ment; the current assets of record; plans for
resuming plant operations; meeting payrolls; a
list of suppliers of materials that are most
likely to be able to fill your needs; the person
nel available to do what is needed: and such
other items as are pertinent to the business.
Survivors are most important. Urge the em
ployees to prepare themselves, to help them
selves at home or away from home. Help them
to meet the individual requirements for sur
vival, for at least two weeks in case of a
nuclear bomb explosion, without dependence
on outside assistance. Consideration should be
given to the fact that personnel may not be
around because they may be heeding evacua
tion advisories. The answer may be assigning
emergency functions to the employees; designa
ting employee reporting centers after a disaster
with appropriate records at these centers; or
arranging pools of employees of your own and
other companies, capable of carrying on func
tions of any or all of the several businesses.
The sequence for starting up the various proc
esses should have priority. This is the time
that all persons may be pressed into services
they have never done before, in order to meet
the immediate need. Here, office personnel,
executives, and laborers may be working side
by side to clean up debris, to prepare a place
to work in, doing jobs that are the most es
sential at the moment.
A defense manual to explain safeguards,
standby equipment, and the procedures for the
use of stored records, following a disaster,
could minimize the consequences. The records
or material stored according to the procedure
outlined would enable an emergency task force
from company offices outside the disaster area
to conduct the business. Tests could be made
of the effectiveness of such a program any time
before a disaster by conducting the business
from this outside area using the stored records.

Automation, data processing programs, and
calculating and adding machines are in such
common use that it could be a real problem to
carry on your business, unless alternative sys
tems are outlined that can be adapted to a
machineless interval. Indeed a test run in the
office of computing, adding, etc. the necessary
amounts to record the business activities for
a day, or a week, may be literally a most valu
able asset, with surprising results too.
Functional plans, outlining the area of re
sponsibilities, the persons responsible, would
be the first step in a well planned program.
Defense manuals providing information regard
ing a company’s disaster plans and the specific
responsibilities of emergency units and des
ignated management should be distributed to
the proper personnel.
Suggested defense items or records to be
filed in emergency headquarter vaults are:
(1) Lines of succession: all divisions and
plants.
(2) Masters for all treasury and account
ing forms.
(3) Copy of organizational manual and
charts: all divisions and plants.
(4) Copy of key personnel roster: list of
clerical and retired employees, their
addresses and occupations: job de
scriptions and supervisors. These lists
should also show any experience or
skill in any other field than the job
they are doing for the company.
(5) Copies of federal civil defense act,
emergency headquarters manual.
(6) Emergency procedures for treasury
and accounting department.
(7) A large country, county, and state
road map.
(8) The corporate seal, charter, if a
corporation, and stock issued records,
or partnership agreement.
(9)
Supply of emergency checks.
(10) Copy of letter(s) of arrangement with
banks(s) for special accounts.
(11) As large a supply of stationery,
pencils, and erasers as will be needed
for weeks, or months, or as available
storage room will allow. Carbonless
paper would be convenient to have.
(12) Tables of rates and hours, discounts
and extensions, a slide rule, in the
event machines are not available,
would be worth the space. A small
hand calculator or adding machine
could be a life saver.

(13) Vital industrial records and docu
ments important to the continuation
of the business should include writ
ten descriptions of manufacturing
processes; engineering designs and
blueprints; vital legal documents;
list of patents and pertinent informa
tion thereto; how to start up various
processes.
(14) Outline of emergency financial pro
cedures. Money may be needed
promptly following a disaster, for
wage payments, cash advances to
employees, to pay for vital and nec
essary equipment, etc. Banking ar
rangements should be made for
drawing company funds, and be
developed in advance. Bank ac
counts, preferably two, at least, of
an unrestricted nature, should be
kept at scattered locations, also pref
erably within a radius of 50 miles
to 300 miles.
(15) Reasonable amounts of cash at the
alternate company headquarters or
in the storage vaults may be desir
able.
(16) A current summary of contracts
(carbon copies) to be used in briefing
such customers when they contain
“Penalty Clauses” or “Time Limits”
or are vital to the continuance of
businesses of other survivors.
Continuity of records is important from the
tax standpoint. Some records are required by
law (i.e., employee withholding statements),
but sufficient evidence to support claims for
loss and to provide the proper “proof” are dic
tated by common sense. Invoices, bills, vouch
ers and receipts are some of the records to be
protected. You need to take care of records per
taining to government contracts, or work being
done under subcontract which have schedules
and prices to be met by the prime contractor.
Records of capital assets showing date of
purchase, cost, depreciation taken, of unusual
business expenses, of business losses, inventory
losses or damage are required by every or
ganization providing financial assistance cover
ing losses due to a disaster. Inadequate records
could mean delays and possibilities of not re
ceiving this financial aid when needed. Loss
from a casualty or theft must be determined
on an adjusted basis of the value of the prop
erty just prior to the casualty of theft. This
adjusted basis is the original cost, all improve
ments, depreciation and prior losses taken re
sulting from other casualties.
Should your business be such that it can be
continued soon after the casualty, attention
should be given to available communications:

micro-wave systems, walkie-talkie; or priority
telephone service.
To repair the property damage, plan, if it be
best to rely on commercial repair shops, or your
own emergency repair crews; the need for
portable equipment, such as pumps, gas or
diesel powered generators, or the use of alter
nate production machinery and/or standby
power. Maybe deconcentration of production,
key departments, or smaller segments assures
your continuity.
In our thinking of war catastrophe as
casualty, sabotage and espionage demands
protective measures to eliminate this danger.
The many steps an industrial plant can take,
include fencing the area, adequate protective
lighting, guard or watchman services, pass and
indentification systems safeguarding all classi
fied security information. Report to the FBI
any suspicion of sabotage, espionage or sub
version.
An organized, timed, and supervised evacua
tion plan should include priority of departure
for operating and maintenance personnel, for
an orderly plant shutdown. Remember there
never will be definite assurance of a specific
amount of warning time. In time of disaster,
through coordination with other neighborhood
facilities and your local government, assistance
in the form of equipment, materials and per
sonnel can be provided to one another.
The accountant can give valuable service,
because, in his unique position, he is able to
advise his clients of the need for this planning.
He could tell them of the plans others are
developing. He should know the new materials
and tools to use for their record keeping. One
such item brought to my attention told of a
new method of information storage, which has
been developed, that uses a pattern of tiny
interlacing dots on a specially prepared photo
graphic film, and a sieve-like mask, to record
up to 100 full size printed pages—one on top
of the other—on the same sheet of film. He
should acquaint himself with the problem of
record storage, the hazards of micro-film nega
tives, the permanency of machine made copies.
He should be able to advise his clients which
records to be kept in code, which original
records should be protected, which records
should be carbon copies, so that these vital
records are properly kept and available in the
form that would be most useful.
It will be the continuity of our business
that will mean a continuity of our “individual”
way of life, its high standards, its fullness.
Planning and executing designed measures as
sure the continued functioning, or rapid res
toration to functioning, of the essential ele
ments of one’s own and the national economy.
Early and comprehensive assessment of dam

age is vital, so that each level of government
can design, construct and maintain in operating
conditions, systems capable of providing rapid
and reasonably accurate estimates of the de
gree of damage from the attack effects, espe
cially radiological contamination, and what has
survived the attack that will be useful for
recovery.
Time is not unlimited, and time that passes
without plans to insure that preservation of our
national economy, should attack occur, only
adds to the practical difficulty of achieving
national security.
If we do our work well, keep growing, keep
the “Fabric” strong; if we do our jobs well;
be interested in world affairs; join groups that
have voice; if we acquaint ourselves with
choosing proper representatives in the govern
ment; in the end this will contribute greatly to
our surviving.
Survival will be possible if we are prepared.
We will be prepared if we plan. So let us plan,
prepare and survive.

with the Treasury Department a tax con
troversy involving dealers’ reserves was
not practicing law.

After this case was analyzed in the May
1961 issue of the Journal of Taxation, the
article summarized as follows:
“It would be a mistake to infer that this
indicates a change in attitude of the Cali
fornia court from the Agran doctrine
since the two cases are clearly distinguish
able on their respective facts. * * *
Nevertheless, Zelkin does exemplify an
appreciation by the courts of the fact
that where matters of apparent com
plexity are involved in negotiations with
the Internal Revenue Service their resolu
tion is not presumably to be considered
as involving the ‘practice of law.’ ”
With proper coordination between a client’s
alert tax accountant and competent tax coun
sel (the latter having sought the cooperation
of a competent C.P.A.), millions of tax dollars
are saved as a result of proper timing of
transactions, proper casting of the form of
transaction, and proper assertion of rights
which would have escaped attention in the
every-day routine.
Another factor not to be overlooked is the
subject of privileged information. A lawyer
has the legal right of keeping tax files and
confidential information out of the Internal
Revenue Service’s hands. This privilege is
not enjoyed by an accountant and is a very
important consideration in investigations which
smack of criminal charges.
The proper education of the individuals in
business as to their tax duties as described
above should minimize or eliminate forever
the serious conflicts between the professions
and should allow more time and energy to
be devoted to the application and practice of
tax law.

(Continued from page 6)
the ultimate decision is ignorant of the respec
tive values which each of these two professions
have to him?
This training will be the most important
contribution an individual can make to the
success of his business, be he head of a busi
ness, a member of the policy making group,
head of a department related to the business’s
financial structure, or an employee in any of
these departments.
An outstanding example of the consequences
of effective cooperation between a client and
a careful competent counsel may be dem
onstrated by a comparison of the Agran case
which came before the California courts in
1954, and the Zelkin4 case which was also
litigated in California in 1961.
(Continued from page 9)
Agran, a C.P.A., lost his case and was
unable to collect his fees from his client.
as set forth by the Congress and interpreted
The court held that the services he
by the Courts.
rendered before the Treasury Depart
To close I would like to give you a quota
ment concerning a tentative carry-back
tion from the article “Accounting as a Social
adjustment claiming a net operating loss
Force,” by Arthur M. Cannon in the Journal
was illegal because such services con
of Accountancy of March 1955, “Income tax
stituted the practice of law by one not a
ation has been most important in the de
licensed member of the Bar.
velopment of accounting, but the opposite is
Zelkin, a C.P.A., won his case and was
also true: the development of accounting has
entitled to collect his fee. The court held
been absolutely essential to the development
that the services he rendered in settling
of income taxation.”
4Zelkin vs. Caruso Discount Corp., et al., No.
704-525, SC L.A. County, Calif., aff’d Dist. Ct.
From a paper presented at the Joint Annual
Meeting, New York City, September 1962.
App., 2nd Civ. No. 24663, 186 ACA 875.

